PARKER COUNTY

Order Process

'0%/
-

Have Questions?

Mary Ruth Nelson, Account Manager
972.471.2000 Ext. 238 or

Maryruth.nelson@staples.com

@




Creating a Purchase Order

Po, Requisition Process

File Options Functions  Help

92 o X2
Packets Department | 581 - / CI'Ck the . Create
Create Packet (4] Packet” button to

Suspended begin the process.

Rejected

Collapze Al

b.harriz




New Packet

@ New Packet @

| | « Name your new
Packet Name |STAPLES 581|
D epartrmert | 51 j p aC ket .

FPacket Type

 Fesia e The department

" Suzpended

number should be
v 0| |® corel | added here as well.




@ Requisition Process

File Options Functions  Help

T2 et X2

Input Information

« Highlight Packet you

|
want to add to.

Packets Department | 581 -

5 Regular
+- 1 42361 - BUYBOARD

FMBE] 47367 - STAPLES 521
Suzpended
Fejected

Collapze Al

b.harriz

-+ Click the “Input”
button.




File Edit Functions Options Help

) 2 32

ltem Tab

| » Vendor: 2686

Requisition Mumber I:l

Ikemn ] Distribution] Misc. ] Applova\] CDmmentsx’Notes]

Packet
Approval / Rejection
o] sl

Summary Desc

Wendor Get | 0-PARKER COUNTY |
Yendor 2886 | 4O [STAPLES BUSINESS ADVANT|
Department

Approved by Deena Michals

Ordered by i

lssuied

Est. Delivery

| 42367-5TAPLES 531

P.0. Description

Internal Motes

2 3 E

E dit

b harris

| @ Cancel |

e Summary Desc.: Dept
~_ number

e Ship to: Dept Number




Distribution tab

e+ Enter Account Info

Riequisition Mumber I:l Packet |423B?-STAF'LES 531
Approval / Rejection - - -
B A A e pescription — ICe
/
lkern  Distribution ]Misc. ] Applova\] Comments £ Notes .
&2 Template Diescription |OFFICE SUPPLIES S u p p I I e S

-
|SUF‘PLIES IPUHCHA Units Price Amaount
Project l:l:lp Ordered | U-UUUH U.UUUH 'ID_DE|| ‘\
| = —e Amount - $10.00
u

ik ) ioh Arnourt

10 |5581-300-330 OFFICE SUPPLIES 0000 0.000 0.00

Account Budget | 2r500-°°| Available ‘ 177-75| Total

Group Budget | @- UU| Available ‘ Q- EIU|

W Ok | & Cancel |

E dit b harris




Requisition Approval

— e You can mark the PO

Pt /37/ as either Approve or

|Bu_l,lers | W dpprove [ Reject R . t
|P'un:hasing | [ [ eJ e C .
|L|nused

— o r « Marking it Reject lets
e us know that you

e e have not finished the
PO.




2 StaplesLink - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

1 A ™ e " o .|
. @ Back - </ |ﬂ @ -.'_lj 7 ! Search 5.[ Favorites @ [‘,‘_{_{' &g =
: Address |@ hktps:f e, stapleslink, comfwebappfwes/storesfservlet /mallogon?storeld=10101 V| Go

: Links @ Y @ 3 @ Google @ Salesforce. com @ G5 @ Q0P @ Staples.com @ StaplesLink, @ Weather @ Traffic @ E-T @ Citys @ T# Schoals @ College University »

Welcome to StaplesLink.com

Customer Login

Company ID: |1EI43E|BEID.-’-'-.L |

User ID: ||

Password: | \|

Forget yvour ID or Password?

4 |

i Learn About StaplesLink _-
S, r

Staples Contract Division has been certified by J.D. Power and Associates
for delivering "An Outstanding Customer Service Experience" for the
fourth consecutive year.”

Existing custorner questions and support; 1-800-633-6020, links@staples.cam
Terms & Conditions, Privacy & Security Policies | Copyright 1999 - 2005 Staples, Inc. All rights reserved.

*For 1.0, Power and Associates Certified Call Center Program™ information, visit www jdpower.cam,

&) S @ Trusted sites




A Ship To Location Selection - Microsoft Internet Explorer

File Edit Miew Favorites Tools

Help

@Back - \_/I |ﬂ @ _h /..__\J Search ‘*E:':(’ Favorites ﬁ‘} [j_:* :,;.- hd _J

. Address |@h| htkp: fiwsne, skapleslink, comjwebappwecs/stores/servietfbboard?ts=12067245504261594 771 208L aunchDeals=8r elogonurl=malllogonfir stLogin=M&tpsMame=atps_ode=8newsite= V| a0

: Links @ i @ 5 @ Google @ Salesforce. com @ G5 @ QDP @ Staples.com @ StaplesLink, @ Wweather @ TrafFfic @ E-T @ Cikys @ T# Schools @ College Universiky

Shipping Location

Please select a
Ship To Location

Sort by: (optional)
®city Ostate O ship To ID

|554 WILLOW PARK, TX v

Click Here

Tou have selected:

554

5189 E I-20 SERVICERD M
WILLOW PARK, Tk 7o057
U=a

An Important Message from Your Company

Exizting customer questions and suppart: 1-200-633-6020, links@staples.cam
Terms & Conditions, Privacy & Security Policies | Copyright 1999 - 2005 Staples, Inc. All rights reserved.

@ Daone
-

& Trusted sites




File Edit ‘ew Favorites Tools Help

eBack - e - \ﬂ @ :\] /.__\J Search '*Sj‘\'(’ Favarites Q‘E

- ®-[J

Address |i§| hitkp: [ fvaan, skapleslink, comfwebappwcs/storesservlet fhometts=1205599551011

V|G|:|

Citys @ T# Schools @ College University »

Links @Gmgle @Salesfurce.mm @ODP @S @G @‘r’ @Staples.mm @Staplesunk @Weather @Traﬂzic @E-T @

| Administration | Order Management

uick Order
nter Itern Ma,

|
Q;-t',':.l

Office Supplies
+ 2008 Calendars & Planners

+ Bazic Office Supplies
* Patteries

+ Binders & Binder Accessories

* Business Cards, Letterhead & Forms

m Office Supplies ) Technology m Featured Items J Special Order

Ink & Toner Finder

Customer Service |

+ Labels
+ Mail & Ship
+ Maintenance & Breakroom

* Paper
* Pens, Pencils & Correction

Delivery Date

ard Files
* Cases & Portfolios

* Zash Handling
+ Customn Imprinted Products

Enter Several Items

hopping Lists

Yiew All Lists V|

* Desk Accessories

* Envelopes

+ File Folders & Expanding Files
+ Greeting Cards

[ Go ]
r. Technology
* Calculators
* Computer Accessories
+ Copiers
+ Data Storage

* Dirives

Click Here for
Special Offers

——

* Electronics & Accessories
« Memory & USE Drives

* Post-it®, Stickies™ & Flags
Eresentation & Meeting
+ School Supplies & Child
* Signs, Badges & Seals

+ Stamps, Daters & Numbering Machines

* STAPLESE Brand Office Supplies

+ Storage
* Tape, Glue & Adhesives

* Metworking

+ Office Machines

+ Printer, Fax & Multifunction Machines

+ Software

+ STAPLES® Brand Technology Supplies
+ Telephones & Cormmunication

* Televisions

Help |
Items: 0

Subtotal: $0.00

TN ' JUYELINE PR

F Showr Item Summary

My Order Status
Eeturns

Mﬁ:\ r Orders
Administration

Approve Orders
Manage Users

Edit My Profile
Custorn Messages

.t

ITEM SEARCH

T —— ORDER BY ITEM # )

| &

El

& Trusted sites




File Edit  ‘Wiew

eBack - e - \ﬂ @ :\] /.__\J Search '*Sj‘\'(’ Favarites Q‘E

Favorites

Tools  Help

- ®-[J

Address |i§| hitkp: [ fvaan, skapleslink, comfwebappwcs/storesservlet fhometts=1205599551011

V|G|:|

Links @Gmgle @Salesfurce.mm @ODP @S @G @‘r’ @Staples.mm @Staplesunk @Weather @Traﬂzic @E-T @

Citys @ T# Schools @ College University »

m Office Supplies ) Technology m Featured Items J Special Order

nter Itern Ma,

Q2
1| (ada_
Delivery Date

Enter Several Items

hopping Lists

Yiew All Lists V|

F

Special Offers

Click Here for
Special Offers

——

Office Supplies
+ 2008 Calendars & Planners

+ Bazic Office Supplies
* Patteries

+* Binders & Binder Accessor
* Busi

%, Letterhead & Forms

Ink & Toner Finder

| Administration | Order Management | Customer Service |

+ Labels

e &jl%’ﬁ’ﬂ/
* Mainte realroom

* Paper
* Pens, Pencils & Correction

+ Zard Files
* Cases & Portfolios

* Zash Handling
+ Customn Imprinted Products

+ Desl Accessories

* Envelopes
+ File Folders & Expanding Files

+ Greeting Cards

Technology
+ Caloulators

* Computer Accessories
* COpiers

+ Data Storage
* Dirives

* Electronics & Accessories
« Memory & USE Drives

* Post-it®, Stickies™ & Flags

* Presentation & Meeting Supplies
+ School Supplies & Child Rewards
* Signs, Badges & Seals

+ Stamps, Daters & Numbering Machines

* STAPLESE Brand Office Supplies

+ Storage
* Tape, Glue & Adhesives

+ Networking
+ Office Machines

* Printer, Fax & Multifunction Machines

* Software
* STAPLES® Brand Technology Supplies
* Telephones & Communication

* Televisions

Help | dogoub
Items: 0

Subtotal: $0.00

TN JUYELIME PR
F Showr Item Summary

My Order Status
F.e

Search for Orders

Administration

Approve Orders
Manage Users
Edit My Profile
Custorn Messages

Eeports

 —

.t

Order by Staples
ltem Number

| &

El

& Trusted sites




‘2 Quick Order: Enter Several ltems - Microsoft Internet Explorer

. File Edt ‘Wew Favorites  Tooks  Help

@Back T \,_J @ @ ;j ;\J Search “5:‘\? Favorites @ [‘J;{* :r" ' _J

| Address |@ hktp: [ v, skapleslink, comfwebappfwcs/storesservietiquickord?ts=11927 20559947 V| a0
Links &) Google @] Hospitals &) ODP (@] Salesforce @] STAPLES Link &) Staples.com &) Weather &) Traffic &) LOG OUT - ETRADE FINANCIAL  &] College University >

@ - — I
® M
nk.com .
Q
Items: 2
m Office Supplies ) Technology m Featured Items J} Special Order

Subtotal: $104.04

_ Search Ink & Toner Finder T 0 ADMINISTRAT

| Resource Center | Administration | Order Management | Customer Service | F Show Ttem Summary

Quick Order
Entar Itern Mo,
| Quick Order: Enter Several Items |
Q. + Enter vour list of Itern Mumbers and quantities, then click "*Add to Order.” Ke |tem number
-1
el Bt @ Item Mumber Oty Item Mumber Qty Anﬁ quantitieS
' 1
S— 2 | L |12 L]
Shopping Lists 3 | | | | 13| | | ‘
|'v'iew all Lists V|
o | L] 14 L]
5 | L] 18] L]
6 | [ ] e L :
Click here when complete
. 7| L |17 L]
8 | L |18 L]
9 | L 19 L] )
Click Here for 1l]| | | | 20 | | |
Special Offers

— |

@ hikbps v, skapleslink, comwebappiwes/stores seryletiquickord?ts=1 192720604993 & Trusted sites

(£




Home Page - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eﬁack - Q \ﬂ @ ;‘] /.“_\J Search “5::(’ Favorites 'E‘E [_:* :; h _J

: Address |@h| hktp: v, skapleslink, comfwebappfwcs/stores/servietfhomerts=1 192720551515

V| '—} G0
Links &) Google @] Hospitals &) ODP (@] Salesforce @] STAPLES Link &) Staples.com &) Weather &) Traffic &) LOG OUT - ETRADE FINANCIAL  &] College University >
@ Help | Logout L
. 5
nk.com .
el LR
Items: 2

455| .I__Search_:j

| Resource Center | Administration | Order Management | Customer Service |

Quick Order

Office Supplies
¢ 7008 Calendars & Planners

« Pasic Office Supplies
* Batteries

Entar Itern Mo,

oy,
@

¢ Binders & Binder Accessories

¢ Business Cards, Letterhead & Forms

m Office Supplies ) Technology m Featured Items J} Special Order

Ink & Toner Finder

Subtotal: $104.04

A TN ADMINISTRAT
F Show Item Summary
Order Management

My Crder Status
Eeturns

Search for Orders

Administration

Approve Orders

* Maitkenance & Breakroom

* Paper Er\
* Pens, Pencils 8NCorrection

Celivery Date

Enter Several Items

Shopping Lists

« Card Files

* Cases & Porfolios

* Cash Handling

¢ Custorn Imprinted Products

¢ Desk Accessories

* Envelopes

* File Folders & Expanding Files
* Greeting Cards

|'v'iew All Lists V|

Special Dffers

Technology
# Calculators

* Computer Accessories
* Copiers

¢« Data Starage

*+ Drives

Click Here for
Special Offers

¢ Electronics & Accessories
* Memary & USE Drives

. . Edit My Profil
* Presentation & Mehnq Supplies I tette

* School Supplies & Child R
+ Self-Stick Notes & Flags
* Signs, Badges & Seals

ards

+ Stamps, Daters & Numbering Machines —
* STAPLES® Brand Office Supplies

+ Storage
* Tape, Glue & Adhesives

+ Metworking
+ Office Machines
* Printer, Fax & Multifunction Machines

Search by description

* Software
* STAPLES® Brand Technology Supplies
* Telephones & Communication

+ Televisions

[

aTrrmme= Tel: 0. Oikk e

& Trusted sites




‘2 Search Results - Microsoft Internet Explorer

File Edit Miew Favorites Tools Help

@Back - \_/I Iﬂ @ _h /..__\J Search ‘*E:':(’ Favorites Q‘B [j':*

. Address |@h| hkkp: v, skapleslink, comfwebappwecs/stores/servietfSkplSearch

v| Go ¢ Links @] Googl

Hide Images

HP Laser Toner Cartridge, 059454, Black

Staples Itern Mo, 584882
Keller ISD Best Buy

Se4382 HEWQS9454

Hide Images

StaEIES Itermn Mo, 593334

(WEE )

Keller ISD Best Buy

InkJet Printer Supplies: Remanufactured

Custorner Itern Mo, MFRE Iterm Mo,

Roxbury Inkiet Cartridge, RIHR402B, REemanufactured HP 45, Blac

D93334 ROHRIHRE40ZE

Copier Supplies

Hide Images

HP Cartridge, 516454, Black
Staples Iterm Mo, 603555

Keller ISD Best Buy

&03339 HEWS16435A

=
&
K

Customer Item Ma, MFR Iterm Mo,

M

Select quantity and
Click Add to Order

[ £

& Trusted sites




pme Page 050 Brne nlore [ |

File Edit Yiew Favorites Tools  Help -"‘.’
: " — i _ —
: o o b - R s . L} — r
e Back, e \ﬂ @ { A Pl Search < Favorites {3 =
. Address ‘@ htkp: f frnane, skaplestink, comwebappwesstores)servlet/home?ts=1205599551011 V| G0

: Links @ Google @ Salesforce,com :El CDP :El 5 @ G @ i @ Staples,com @ SkaplesLink, @ Weather @ TrafFic Ej E-T @ Citys Ej T# Schools @ College University »

@ Help | Logou t »
- £
nk.com :
Q View Order
(Home ) Office Supplies ) Technology ) Furniture ) Featured Items ) special Order J Subtotal: $4.00
_ (Search’  Ink & Toner Finder JUNELINE PR
| Administration | Order Management | Customer Service | k Show Item Summary
Quick Order . . Order Managenment
iTice supplies
Enter Item Ma, Office Supplies My Order Staths
+ 2003 Calendars & Planners + Labels Feturns
+ Basic Office Supplies + Mail & Ship Search for Ordeys
Q. * Batteries +* Maintenance & Brealkroom
@ + Binders & Binder Accessories * Paper Administration
Dalivary Date * Business Cards, Letterhead & Forms — * Pens, Pencils & Correction fpprove Orders
=elluery Late . . Lo Manage Users
- ™
+ Card Files . * Post-it@, .StICkIES & Flags . T
* Cases & Porfolios * Presentation & Meeting Supplies Custarn Meszages
Shopping Lists * Cash Handling * School Supplies & Child Rewards Reports
+ izustom Imprinted Products * Signs, Badges & Seals
+ Desk Accessaries + Stamps, Daters & Murmbering Machines =
* Envelopes * STAPLESE Brand Office Supplies
+ File Folders & Fxpanding Files * Storage
* Greeting Cards * Tape, Glue & Adhesives
Technology . . .
+ Calculators + Netwaorking CI'Ck VleW Ordel' tO review
* Computer Accessories + Office Machines Q .
* COpiErs * Printer, Fax & Multfunction Machines Items and uantltles
+ Data Storage * Software
Click Here for * Drives * STAPLES® Brand Technology Supplies
H . . . .
Special Offers * Electronics & Accessories * Telephones & Communication
* Memory & USE Drives * Televisions

|

&) @ Trusted sites




2 Your Order - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

. e
A, .I | L ! - - -
. @ Back \_/l u m lj /,_ Search ¢ Favorites @ [‘\, =
| Address |@ hktp: v, skapleslink, comfwebappfwcs/stores/servietStplOrder IkemUpdate *path ToOrder=yourarder V| a0

Links &) Google @] Hospitals &) ODP (@] Salesforce @] STAPLES Link &) Staples.com &) Weather &) Traffic &) LOG OUT - ETRADE FINANCIAL  &] College University >

@
(Home) OFic spplis ) Tochnlagy ) Farnitur ) Festured Tems ) seci Oder
_ Search Ink & Toner Finder AT ADMINISTRAT

Help | Logout N

| Resource Center | Administration | Order Management | Customer Service |
| ‘I# Your Order: Review Item Information S5 view Printable Version | Name Or_ Other
* To edit quantities or packing slip notes, enter your changes and click "Update Order'. Informatlon to help
* Click on the column headings to sort item information, . . .
* vou can also save this order as a shopping list, PI’OdUCt dlSthbUthﬂ

To continue placing yaour arder, click "Submit',

At school.

Sustomet's tem Packing Expected Remowve
Item Mo, Total Slip Mote Delivery Dat an Item

Staples® Copy Paper, 8 1/2" « 11" | ETTER-size, 92/104 US/Euro Brightness, 20 Ib, 5,000 Shéets/Carton
Staples Itermn Mo, 135248

On Contract

135248 STP135848 cT/S000  $50.04 $50.04 | Carla * 10-159-2007 O CIICk here to flﬂISh B

BIC® Round Stic Pens, Mediurn Point, Red Ink, 12/Bx Order
Staples Item Mo, 123455

BICESMI1RD DZfi2 £2.70 $54.00  |Library 10-19-2007

=
i =]
=
-
—

MFE Item Ma. LM Oty

'EI

Customet's Your Item Packing Expectad
Itam Mo, AP o (e, UOM/Qry Price Q. Total Slip Mote Delivery Date
Total:

| Continue Shopping Clear Order § Update Order

(£

&) Done @ Trusted sites




Purchase Information - Microsoft Internet Explorer,

File Edit Miew Favorites Tools Help

. Ee | . 5 »
@ Back - \_/l |ﬂ @ : Address |@ https: { s, skapleslink, comjwebapp/wes/stores/servlet/StplCrder Tkempdate ?path ToOrder=vourorder V| Go : Links
* Fields marked * are required.

Purchase Information

todd burnell

(4693 226-5050
setup@parkercountyt:.com
PARKER COUNTY

Purchaser's Mame:
Phone:

Ernail:

Company MName:

Bill To: 1004540

Shipping Information

Recipient's Mare: todd ”bumell
Ship To Location: 554

Company Name: PARKER COUNTY

| Place PO Number

Address #1: 5139 E I-20 SERVICE RD N
Address #2: COMNSTABLE # 4

Address #3: |

Floor: |

| Here

City, State, Zip Code:
Country:

WILLOW PAREK, T FE0ST
S8

*Phane: (469 hz26 |[soso |«

Accounting Information

Budget Center: |

P.Q. Number; |

P.0. Release: |

|
il
|

Click submit

Payment Method Credit Card No.

(%) Invoice this account

Expiration Date Edit Profile Options

ie a new credit card

elect a credit card V”

|| rMonth V|,.f| Year v| [[] save to Profile

(This card will be saved to
vour user profile)

Leancel Csubmitori- 3

(€

@ Daone
-

é & Trusted sites




3 Your Order Status - Microsoft Internet Explorer, . E|r>__<|

>

. : : » F
File Edt ‘iew Favortes Tools  Help @ Back - . Address |3 Links f ."'r
”
| Resource Center | Administration Order Management Customer Service |
| My Order Status | Retums | Search for Orders |
Thank you, your order has been submitted. Your order number and status are below.
| Order Status Details: Order No. 7035908960 [ Update status ( ok Ji
* You may Print this page for vour records, & View Printable Yersion
AN
Order Status: Pending Administrator Approval Ship To:
Approver: todd burnell {(Administrator)
Order Mo: 7035908960
Crder Date: 10182007
Ordered By .
RAR Click here to create
CINDY SMITH
Mame / PO
Hardcopy
Click here to see order status definitions
Item Enpectad Customer's MFR Your Packing Slip Item
Status Celivery Date Item Mumber Item Ma, oM/ Qy Price oy Mote Total
Staples® Copy Paper, 8 1/2" » 11" |ETTER-size, 92/104 US/Eura Brightness, 20 1b, 5,000 Sheets/Cartan
Staples Itermn Mo, 135545
On Contract
135848 STP135848 oT/S000 $50,04 1 Catla £50,04
BICE Round Stic® Pens, Mediurm Point, Red Ink, 12/Bx
Staples Item Mo, 123455
BICGSMIIRD  pzfiz 2,70 20 Library £54,00
Item Expectad Customer's MFE Yaur Packing Slip Item
Status Delivery Date Item Mumber Itarm Mo, By Price Qry Mate Total
Llick here to see order status definitions
Total: %$104.04
update statos (o )
[N [« R VO RN I IR R DU [ PR IR I o PRRRTRRR [ FUPRPRDE [ . TR R R !

&) Done @ Trusted sites




3 Your Order Status - Microsoft Internet Explorer

o » o ' .
Fle Edit View Favorites Tools  Help @Back - . fddress | : Links -

+ Click "Print This Page’ to print this page for your records,
+ Click "Back’ to go to the previous page.

Order Status;  Pending Administrator Approval Ship To;

© - ——_ 1Clickhereto print

Approver: todd burnell {(Administrator)
Order Mo 7035908960

Order Date: 101872007

Ordered By:

First and Last

Namne / PO: CINDY SMITH

2.Print page attach

Item Expected Custemer's MFR ¥our Packing Slip
Deli I UMy . i
Status ED::ZW Nu:;ner Item Mo, wy Price wry Mote ThIS page tO your

Pre req.
Staples® Copy Paper, § 1/2" x 11", LETTER-size, 92/104 US/Euro Brightness, 20 |b, 5,000 Sheets/Carton
Staples Itermn Mo, 135845

On Contract

135848 STP135848 cT/S000 £50.04 1 Catla $50.04

BICE Round Stic® Pens, Mediurn Paint, Red Ink, 12/Bx
Staples Itern Mo, 123455

BICGSMIIRD  pzi12 $2.70 20 Library $54.00

Total: $104.04 3.Click on back

@ Done

& Trusted sites




3 Your Order Status - Microsoft Internet Explorer, . E|r>__<|

i i '
File Edit Wiew Favorites Tools  Help : @ Back - i Sddress @ Links I .,'r-'
”
| Resource Center | Administration Order Management Customer Service |
| My Order Status | Retums | Search for Orders |
Thank you, your order has been submitted. Your order number and status are below.
| Order Status Details: Order No. 7035908960 [ Update status ( ok i
* You may Print this page for vour records, & \iew Printable Yersion
Order Status: Pending Administrator Approval Ship To:
Approver: todd burnell {(Administrator) .
Order Mo: 7035908960
Crder Date: 10182007
Ordered By: 1
roered &Y Click here to complete
First and Last
Name / PO CINDY SMITH Order
Click here to see order status definitions
Item Enpectad Customer's MFR Your Packing Slip Item
Status Celivery Date Item Mumber Item Ma, oM/ Qy Price oy Mote Total
Staples® Copy Paper, 8 1/2" » 11" |ETTER-size, 92/104 US/Eura Brightness, 20 1b, 5,000 Sheets/Cartan
Staples Itermn Mo, 135545
On Contract
135848 STP135848 oT/S000 $50,04 1 Catla £50,04
BICE Round Stic® Pens, Mediurm Point, Red Ink, 12/Bx
Staples Item Mo, 123455
BICGSMIIRD  pzfiz 2,70 20 Library £54,00
Item Expectad Customer's MFE Yaur Packing Slip Item
Status Delivery Date Item Mumber Itarm Mo, By Price Qry Mate Total
Llick here to see order status definitions
Total: %$104.04
update statos (o )
[N [« R VO RN I IR R DU [ PR IR I o PRRRTRRR [ FUPRPRDE [ . TR R R !

&) Done @ Trusted sites




2 Home Page - Microsoft Internet Explorer

File Edit  Wiew

Favorites  Tools  Help

Quick Order

Enter Itern Ma,

Delivery Date

Enter Several Items

Shopping Lists

|'~£iew All Lists V|

Special Dffers

Click Here for
Special Offers

——

m Office Supplies ) Technology m Featured Items J Special Order

| Resource Center | Administration | Order Management | Customer Service |

Office Supplies
¢ 20058 Calendars & Planners

* Basic Office Supplies

* Batteries
* Binders & Binder Accessories

* Business Cards, Letterhead & Forms

Ink % Toner Finder

* Labels
+ Mail & Ship
* Maintenance & Breakroom

+* Paper
* Pens, Pencils & Correction

« Card Files
s Cases & Portfolios

+ iZash Handling
¢ Custom Imprinted Products

¢ Desle Accessories

* Envelopes
+ File Folders & Expanding Files

¢ Greeting Cards

Technology
¢ Calculators

« Computer Accessories

* Copiers

+ Data Storage

*+ Drives

¢ Electronics & Accessories
¢ Memory & USE Drives

« Monitor Filters

Furniture
* Bookcases
* Chairs, Chairmats & Casters

* Presentation & Meeting Supplies
+ School Supplies & Child Rewards
+ Self-Stick Notes & Flags

* Zigns, Badges & Seals

* Stamps, Daters & Mumbering Machines

* STAPLES® Brand Office Supplies

+ Storage
*Tape, Glue & Adhesives

* Networking
+ Office Machines

+ Printer, Fax & Multifunction Machines

+ Software
+ STAPLES®E Brand Technology Supplies
+* Telephones & Communication

* Televisions
* Toner, Ink & Ribbons

* Literature Organizers & Racks

+ Office Furnishings

Itemns: 0
Subtotal: $0.00

T Y ADMINIETRAT

F Show Item Summary

Order Managemant
My Order Status
Eeturns
Search for Oyders

Administration

Approwve Qrders
Edit My Proflile

Order has been placed

You can log out or start next

order

| £

@ Done

& Trusted sites




Finishing the PO
« Once again select

File Options Funckions Help
52 = X2

Packets Depattment [581 | yo u r pac ket .

e * Then click the Input
button.

W] 12367 - STAPLES 59
Suzpended
Rejected

Collapze All

b harriz




Getting back into the PO

@ pi0 Requisition Input
File Edit

)

Functions  Options  Help

Packet |423B?-STAF'LES 581
Approval / Rejection

Fiequisition Mumnber

Ikemn ] Distribution] Misc. ] Applova\] CDmmentsx’Notes]

Vendor Set |01-PARKER COUNTY | Status New

Yendar ‘ | | | P.0. Mumber l:l

=] _tien |

o] ] e0J 00 L) -4

Depatment || Shipta [340-REVENLIES

pppovedty [ owed [ ]
odeedty [ ] Ewpoivey [ |
SummayDess [ |

P.0. Description

Internal Motes

Keyp Entry b harriz

SPL Exit

e Click on the

Magnifying Glass Icon



Select the PO

2 Select Requisition Number

Packet  |EEETRATORCRL : » - /. H |g h I |g ht th e P O yo u
" wish to complete

P Then click the OK
button.

X
+ Ok | & Cancel |




Completing the Item Tab

@ pi0 Requisition Input
File Edit Functions Options Help

HE BRIXN

Requisition Mumber I:l

Packet

| 42367-5TAPLES 531

ﬂ New

Approval / Rejection

o[ sE] ] Bl B -E

Ikemn ] Distribution] Misc. ] Applova\] CDmmentsx’Notes]

Vendor Set |01-PARKER COUNTY | Status New -

‘endar \2585 | el |STAPLES BUSINESS ADVANT| PO, Number  |08-1400

Depatment I:I Ship to 581-Purchaszing Dept j

Approved by Deena Nichals Tued 5/16/2008 | %2

Ordered by Est Delivey  [5715/2008 | %
5517035908960

Summary Desc

F.0. Description | 7035908960

Put the order number

- In the Summary
Description field next
to the dept. number

A

Internal Motes

E dit

b harris

o Ok

| @ Cancel |

- In the PO
Description field.



Completing the Distribution Tab

@ pi0 Requisition Input
File Edit

HE BRIXN

Functions  Options  Help

Requisition Mumber I:l

lkern  Distribution ] Misc. ] Approval ] Comments / Notes

Account 5-581-300-330 & Template

[SUPPLIES [PuURCHA

o [ [ 1P
| I |

Diescription

Ordered |

Packet
Approval / Rejection

o] sR]

|423B?-STAF'LES 581 -

POl B

Units Price Armnount ]
0.000] | 0.000] | 50.04]

Account

iption

Arnourt

10 |5581-300-330 COFY PAPER 0000 0.000 10.00
Account Budget | 2,500 DD| Available ‘ 167. 75| Total
0-00]  Available | 0-09

Group Budget |

E dit

b harris

o Ok

| @ Cancel |

« Description: Item that
was ordered.

_» Amount: The price of

that particular item.



ltemizing the PO

e To itemize the PO you
must continue to tab until
you can enter the account

—— N number again.

tem Distrihutinn]Misc.]A pppppp \]C mmmmmmm / Motes DD B PD x x x . FOIIOW through With the
s [T toae] e second item as was done

[SUPPLIES [PURCH& ] Uk Price  Amount

e 5 P v ) B with the first.

* If there are more items
R S m—— continue the same
procedure.

N — == | _* Once you have entered

crove | e = rar |/ all items included in the
- order click OK.




Final Requisition Approval

Requisition Approval

Approval Status
- Bpproval Level -

I Rt e Now that the PO Is

e complete approve it
Unused | ¥ r by C“Cklng OK
e | 7 I~




Processing PO for Payment

After the PO is approved print it out

After the order Is received attach the
packing slip to the PO

After the Iinvoice Is recelved attach it to the
PO and Packing slip.

Then turn into the Auditor’s office for
processing. (make sure the PO Is signed)



Maintenance

It would be a good idea to maintain a file in
PO number order.

 Monthly review file of PO’s not sent in and
follow-up with Staples on Packing slips,
Invoices, and orders not received.
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